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CENTRAL INTELLIGENCE GROUP 
Washington, D, fc. 


6 February 1947 


MEMORANDUM 
NUMBER 


Adm. Ins true. 


SUBJECT: Procedure for Requisitioning Supplies, Equipment 
and Services, 


EFFECTIVE UNTIL 30 June 1947 UNLESS SOOLER RESCINDED 


25X1 A 


1. GENERAL 

This order is applicable to the procurement, storage 
and issue of all supplies, equipment and services required 
for the operations and activities of the C.I,G. Unless 
herein excepted, or otherwise specifically designated, the 
Executive for Personnel and Administration, the Chief, 

Services Division and the Assistant Chief, Services Division 
shall be the sole agents for the performance of the above 
functions, and any unauthorized action, obligation or com- 
mitment on the part of any other individual will not be 
recognized or honored by the C.I.G. 

2, ME THODS OF REQUISITIONING 

Form No, 36-7* Request for Supplies, Equipment and 
Services shall be used, except as otherwise stipulated, to 
requisition all supplies, equipment or services. Requisitions 
will be submitted in an original and two carbon copies and a 
separate requisition will be me.de for each of the following 
classes of supplies or services: 

Expendable Office Supplies 
Non- Expendable Office Equipment 
Communication Supplies and Equipment 
Operational Supplies and Equipment 
Medical Supplies and Equipment 
Contractual Services 
Maintenance and Repair Service, 
and Space 

Reproduction and Printing (on 
Form 36-2) 
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3. 


EXPENDABLE OFFICE SITPPT.Tttg 


ment i« ® th v storlns of stocks of supplies and equlp- 

Division inT ^ ranche8} the Section, Services 

office sumS main ! a i: n adequate ^entities of administrative 
office supplies and forms as listed in the C. I. G. Supply Catalog 
The description of items and stock numbers as listed in the 
upp y Catalog will be used in preparing requisitions in order 
To obtlin^w^ 01011 unnecessar y delay in filling requests. 

Po» No. 36-7 'Sr^Spon^Sl SS/SISS’ 

returnV? ^PPlies on a copy of Form No. 36-7 which will be 

22? or tL' th ! SUP ? ly Sectlon * In certain instances where tS 
needs or the size of an office justify, a small supply of 

expendable office supplies and forms my be stocked by the office 
for current use. However, in no instance will an off ice be ' 

aSe W 8upSies! m ° re ^ & norraftl °ne month’s supply of expend- 


N0 N- EXPENDABLE SUPP LIER />NP E QUIPMENT 


ss? WS.-2 dSsu 

» r ' ,1; «»«« «U »ate dell™ 

“ ‘ST "» L l8 “ toe ° f «» ™»P=».iblo »coivJS 
roopoJlS^or L“p SS" ° f ”“’ Pt ° f “ d *«"*«- " 

5. BEPB0DUCTI0N AND PBINTING 

Wmtmm 
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approval by proper authority. Upon completion of a reproduction 
Job, delivery will be made to the place indicated on the requisition 
and a signed copy of the requisition evidencing receipt of the job 
will be returned to the Reproduction Section. The existing reproduc- 
tion facilities used by the ORE, FBIB, and Documents Branch for the 
reproduction of Daily and Weekly Summaries, Daily Reports, Accession 
List 8, and translation of documents will continue to be used without 
regard to the above procedure. The procedure for reproduction of 
intelligence material will be covered by separate instruction. 

6. SUPPLIES AMD EQUIPMENT WOT CARRIED IN STOCK 

Requests for supplies and equipment which are not listed in 
the C.T.G. Catalog should be initiated by responsible officers on 
Form 36-7* approved by designated Branch Supply and Property 
Officers and forwarded to the Supply Section. The requisition 
should include a complete description of the item required, 
source of supply if available, model number, or specifications and 
sketch of the item when necessary. The properly designated officers 
in the Supply Section will purchase or otherwise procure the 
requested item in accordance with applicable regulations. Requisitions 
shall be submitted as far in advance of requirements as circumstances 
permit in order to allow as much time as possible to effect 
procurement. The ordering office will receive a numbered copy of the 
procurement document from the Supply Section. All items procured 
from outside sources will be delivered to the Supply Section, Storage 
and Issue Unit only , for proper inspection. After making inspection 
of the items, the Storage and Issue Unit will make re-delivery to the 
location indicated on the requisition and will secure from the 
receiving officer three signed copies of Delivery Receipt, Form No. 
36-10. 

7. CONTRACTUAL SERVICES 

Any office desiring the rental of space or equipment, or the 
installation of and/or leasing of communication or utility facilities 
or special contractual services of any kind will submit a requisition 
to the Supply Section, Services Division on Form No. 36-7, giving 
complete details and specification of the service desired. Under no 
circumstances shall negotiations be carried on or any contracts or 
agreements be entered into or any obligations or commitments made 
for contractual services except by or on specific approval of the 
Executive for Personnel and Administration or a properly authorized 
Contracting Officer of the Services Division. 
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fl* SPACE. MAINTENANCE AMD REPAIRS 

Any office desiring structural alterations or repairs to 
buildings, electrical or carpentry work, or repairs to equip- 
ment or machinery should submit a requisition on Form No. 36-7 
to the Supply Section, Services Division giving specific details 
of the services desired. (EXCEPTION: Bepairs to and changes in 
combinations of safes shall be made only by the Security Division 
par Security Regulations dated 20 October 1946.) The Supply Section 
is also responsible for allocations of space and physical moves 
between offices, and requisitions for additional space or the 
moving of furniture and equipment should be initiated by the 
requesting officer, approved by the Branch Supply and Property 
Officer and forwarded to the Supply Section, Services Division. 

9 • PROCURE M ENT. FOB OVERSEAS OPERATIONS 

The procedure covering procurement for overseas activities will 
be issued in a separate instruction. 


Colonel, AGD 
Executive for Personnel 
and Administration 


Attachments - None 
Distribution: A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


[25X1 A 


25X1 A 


; 25X1 A 


| 25X1 
i 25X1 A 


AGlINIsmTIVE INST RUCTION 
IJO. 


11 May 1950 


SUBJECT? Procedure for Requisition of Supplies, Equipment and Services 


1. The following procedures are hereby established for requisi- 
tion of supplies, equipment and services* (Tho original only of the 
forms indicated requires signature) 

a. Stock Items* 

(l) Expendable Supplies* Forward Form Now. 36.-7 in 


duplicat 

Branch, 


o to Chief. ■ Storago and Issue Section, Supply 


(2) Non-Expondable Proporty (except class A & B)i 
Forward Form No. 36-7 in tripl icate to Chief. St orage and 
Issue Soot ion. Supply Branch, | | 

b. Procurement Items* Forward Form No. 36-7 in triplicate to* 

Chief, Supply Branch 
North Building 

c. Class A or B Property* Forward Form No. 36-7 in triplicate 
with sufficient justification to* 

Chief, Services Division 
North Building 

d. Repairs to Typewriters, Offico Furniture and 1.1a chinos * 

Any employee may request minor repairs by telephoning Extension 

] Requests for major repairs will bo submitted on Form' No. 


36-7 in triplicate to tho Chief, Storage and Issue Section, 


o. Reproduction and Printings Forward Form No. 36-2 in 
triplicate to Chief, Reproduction Branch, Services Division, 
North Building. 


2. Procedural sot forth in Administrative Instruction 
dated 6 February 1947, in conflict with this Instruction arc 1 
rescinded. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE* 


nor coy 


DISTRIBUTION!'' A 



Acting Executive 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


l A IXflNI 8TRATIVE INST RUCTION 
V NO. 


SUBJECT i Procedure for Requisition^Stopplies, Equipment and Sorvioea 


,± 


9 Sky 1960 


1. The following procedure thereby established for requisi- 
tioniflgr auppli eg, equipment and services# 




a# Stock Itema: 


(1) Expandable Supplies » Forward a signed original 

and one copy of Fora Ho. 5G-7 to Chief. St orage and Issue 
Section# Supply Branch, | ^ | 

ct+Xf, ft <m*4 

(2) Non-Expendable Property}* Forward a signed original 
two oopiec of Form He# 56-7 *Eo Chief , S torage and Issue 


and two 
Section, Supply Branch, 


b# Procurement Items: Forward a signed oririnal and two 
copies of Form No# 36-7 to* 


Chief , Supply Branch 
North Building 


c. Class A or B T4S4*: forward a signed original and Wo 
copies of Form No. 36-7 with sufficient justification to: 


Chief, Services Division 
North Building 


d# Repairs "to Typewriters, Office Furniture and Machines: 
Any employe© may request minor repairs W oft H reg mac hines, t yp e- 


\yjrj1'Ori ,,,, #!id fu^^iturv by telephoning Extension! 


Requests for major repai rs will bo made on Form No . 36-7 and 
submitted to the Chief, 1 ^ 1 


house, in an original (s'igned) and two copies. 


a. E«pr.duoti«n and Printing! F.mard a signed original and two copie; 

• .#£■ ‘.Xmmfcz iM <; t* Chief, Roprsductien Branch, Services Division. 

North Building. * 


2. Aisy ^reoedurej set forth in Adrainistratiye Instruction, 
dated 6 February 1947, in conflict with this AasuduyuL are hereby 
rescinded. v J 


FOR TUB HIEBCTOR OF CENTRAL INTELLIGENCES 


AV 


H 
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